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PURPCSE: To establish rules and regulations for the
operation and internal managenent of the centra
of fice records of the Departnent of Correction

REFERENCES: This policy is issued pursuant to MG L. C 124; C
6, Sec. 167-178; 2-CO 1E-01; 2-CO 1E-06; 2-CO 1E-
07; 2-CO 1E-08.
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CANCELLATION: This policy cancels all previous Departnent policy
statenents, bul | eti ns, directives, orders,
notices, rules, and regul ations regarding Central
O fice Records which are inconsistent with this

policy.

SEVERABI LI TY CLAUSE: If any part of this policy is for any
reason held to be in excess of the
authority of the comm ssioner, such
decision wll not effect any other part
of this policy.
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Adm ni strative Regul ati ons

1

Only enpl oyees of the Massachusetts Departnent of
Correction (DOC) and the WMassachusetts Parole
Board shall be given information about offenders,
except as noted in section 154.02.

To obtain an offender's folder from the records
room an application (Attachnent 1) nust be
conpleted by the applicant including the |egibly
printed last and first nane of the applicant (not
merely his/her initials). A conpleted form is
required for the renoval of each folder. An
appl i cant may  request a central fol der by
contacting the central office records room by
tel ephone or facsimle. An application wll be
conpleted by/for the requesting staff person and
the folder wll be logged out to the requester.
The daily | ogbook will be utilized to record the
name of the folder being renpved, the requester’s
name, division and date. The daily | ogbook w Il
be reviewed and maintained by the central records
staff on an ongoi ng basis.

Ordinarily no person shall w thdraw nore than ten
folders at one tine. |n unusual circunstances the
records and commitnent manager nmy authorize
w t hdrawal of folders in excess of ten.

Wen a folder is given to another approved
enpl oyee not already listed on the application
form the person who releases the material shal
insure that the new holder's nane is added to the
application form

The person whose nane appears last on the
application formshall be responsible for |ocating
any folder not returned to the records room

Odinarily folders shall be returned to central
records within two nonths. If the folder is
needed for a longer period of time, the requestor
must resubmt a sign out slip for that folder.
The folder will then be signed back out to that
i ndi vi dual / agency.

Under no circunstances shall a master card or

contents of the folder be renoved fromthe centra
of fice records room
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Aut horized DOC personnel and staff of the
Massachusetts Parole Board may review central
record folders or |Inmate Mnagenent System (| M5)
records at the central records division |ocated at
MClI Concord or request the information be sent to
them via a DOC contracted courier service. Access
to IM5 screens shall be given in accordance with
the 103 DOC 153 CORI Regulations, 103 CWVR 157
Regul ati ons Governing Access to and Di ssem nation
of Evaluative Information policies, and the 103
DOC 756 I nformation Technol ogy policy, IM5 Profile
Approval Procedures. Each folder sent by courier
will be sealed in a clearly marked mani |l a envel ope
addressed to the Division, Departnment or Agency
that requested the information.

Upon returning a central records folder each
fol der nmust be returned, to central records seal ed
in a mnila envelope and clearly marked: M
Concord, Central Records Departnent, 2nd floor, B-
Bui | di ng, West Concord, MA. A return address nust
be noted on the envel ope as well.

Wen a folder has been issued to DOC Central
Ofice staff or the MA Parole Board the fol der or
contents can not be released to any other
authority except in the foll ow ng cases:

a. When requested for court proceeding;

b. When nmenbers or authorized staff of the
Parole Board are conducting ©parole
hearings at state or county facilities
or other designated hearing |ocations;

C. In energencies when authorized by the
di rector, of f ender managenent and
pl acenent ;

d. Wen needed by the office of the
Attorney General. In this instance, the
person who releases the folder nust
obtain a receipt from the assistant
attorney general requiring the folder.

When a folder is released by the MA Parole Board
or by the DOC Central O fice another application
form shall be conpleted and submtted to the
records room supervisor, pursuant to 154.01(2).
No folder shall be left in the custody of any
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10.

11.

12.

13.

out si de agency/ person (except the Ofice of the
Attorney Ceneral) unless so ordered by the court
or conmm ssioner of correction.

No offender information shall be left unattended.
Whenever anyone is to be absent froma workstation
where of fender information may be unattended, they
shall first arrange for the secure placenent or
responsi bl e surveil | ance of such of f ender
i nformati on.

Material in folders will be filed according to the
follow ng format:

a. Six-part folders - in accordance with rules
and regul ations set forth in policy 103 CVR 155.

b. Two-flap folders - in chronol ogical sequence
with the nost recent in front and ol dest itens at
the rear of the folder.

Enmpl oyees using folders are responsible for
|l eaving the contents in proper order. Any
docunents or itenms that are renoved tenporarily
from the folder wll be returned as soon as
possible to their proper filing position.

In  unusual cases, aut hori zed personnel may
retrieve a folder by contacting MCI Concord, shift
commander, who wll enter the central records area
and retrieve the folder. The folder wll be
placed at MCl Concord outer control where the
aut hori zed personnel may retrieve it. The shift
commander will be responsible for conpleting the
application as outlined in 154.01(2).

Di ssem nation of O f ender Information to CQutside

Agenci es or Persons

1

Regul ations controlling dissem nation of offender
information to outside agencies and individuals
are set forth in 103 DOC 153 CORI REGULATI ONS and
103 CVR 157, REGULATI ONS GOVERNI NG ACCESS TO AND
DI SSEM NATI ON OF EVALUATI VE | NFORVATI ON.

Al outside inquiries seeking information about
of fenders on parole or offenders who have been
revoked but not yet returned shall be referred to
t he parol e board. All inquiries for information
about confined offenders or offenders no |onger
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subject to Parole Board authority shall be
referred to the departnent of correction. When
answering inquiries, both the Parole Board and the
DOC may release CORl originating from either
agency.

Eval uative information nust not be released unti
permssion is obtained from the originating
agency.

Not wi t hst andi ng the general rule of paragraph two
above, screening enployees of the Parol e Board may
show reports and the Parole Sunmmary to |ega
representatives preparing for parole revocation
hearings information from the Departnent of
Correction. These exceptions are subject to any
limtations which are established in advance by
t he general counsel of the DOC.

The operating procedures described below is
intended for the control of the dissem nation of
offender information from central records in
accordance with the regulations set forth by the
Crimnal H story Systens Board (CHSB).

a. Applicants from Agencies Certified by CHSB
must show sonme formof identification proving
that he/she is an official representative of
the certified agency. He/ she nust receive
aut hori zati on/ cl ear ance from the deputy
superintendent of operations or director of
security of Ml -Concord to enter the facility
and adhere to the rules and regul ations of
the institution. Inquirers nust sign their
name to the MCI Concord visitors |og at outer
control and in the central records CORl | og,
listing their agency, date of visit and nane
of file they are viewing. These appointnents
will be scheduled wth the central records
supervi sor at |east 48 hours in advance.

b. Al parties and individuals shall schedule
appointments wth the central records’
supervisor at least 48 hours in advance of
CORI and eval uative revi ew and/ or
di ssem nati on. Aut hori zation and clearance
to enter the facility nust be received from
the deputy superintendent of operations or
di rector of security  of MCI Concord.
Appropriate identification nust be nmade
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available and all facility rules and
regul ati ons nmust be fol | oned.
Parties/individuals nmust pr esent t he
appropriate forns, outlined in 103 DOC 153-
CORI Regul ations, sign their nane to the M
Concord visitors log at outer control and in
the central records COR | og. | nf or mati on
requested on the log include, but is not
limted to, the agency/rel ationship, date of
visit and nanme of folder being viewed. A
screeni ng enpl oyee shall review the requested
information before it IS reviewed or
dissemnated to the individual, to ensure
conpliance wth 153 CORI regul ati ons.

I ndi vidual s seeking information about their
prior incarceration(s) nust conplete the
appropriate forns outlined in 103 DOC 153-
CORI Regul ations. A screening enpl oyee shal
review the requested information before it is
reviewed or dissemnated to the individual
to ensure conpl i ance wth 153 CORI
regul ati ons.

Enpl oyees may, at the request of a nenber of
the public, confirm statements regarding the
of fender status of an individual if the
request for confirmation IS by t he
individual's nane and the request indicates
specific know edge that the individual is a
convi cted offender serving a sentence.
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